
1 | P a g e  
 

 

Making an application through the Citizen Access portal 

 Site link: https://aca.rochestermn.gov/CitizenAccess/Login.aspx  

 

Home Screen       Choose  Fire 

 

 

 

https://aca.rochestermn.gov/CitizenAccess/Login.aspx
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On this screen you can either start a new application   or 

Search existing records    

 

Creating an Application 

Choose Create an Application / Acknowledge Disclaimer / Continue Application 

 

 



3 | P a g e  
 

Select a License (this is linked to your account by the Fire Marshal’s Office,  if you are a contractor and 

this does not show as an option, contact us at 507-328-2800 so that we can link the appropriate 

licensing)  

 

Continue Application 

 

 

 

Choose type of application  and Continue Application 
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Enter Street No and Street Name   (less is more…See the Address Search Tips 

https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-

permiting-portal/-fsiteid-1  for more information ) 

 

Parcel or Owner information will populate from Address Search. Land Owner will populate in Owner 

field, if building owner is different, type over what has populated.   

Choose Search 

Fields will populate or a search box will open, choose address from search  (refer to Address Search 

Tips  https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-

permiting-portal/-fsiteid-1 for more information)  Select Continue Application  (you can also Save to 

resume application at future time) 

https://www.rochestermn.gov/home/showdocument?id=31199
https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-permiting-portal/-fsiteid-1
https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-permiting-portal/-fsiteid-1
https://www.rochestermn.gov/home/showpublisheddocument/31199/637558867733985479
https://www.rochestermn.gov/home/showpublisheddocument/31199/637558867733985479
https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-permiting-portal/-fsiteid-1
https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-permiting-portal/-fsiteid-1
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Applicant  / Select from Account 
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Choose Associated Contact which should be your user information.  Continue. 

 

 Contacts will show on this screen.   (PLEASE NOTE:  email correspondence including, advice of 

payment options, additional required documents, corrections and subsequent permit issuance will be 

emailed to the Applicant record) 

 

Complete page entering all fields.   (Note: if Mayo project, project number must be entered.  if a 

Building Permit has been issued on this project, enter that permit number.  (applications can be 

rejected and delayed without this information) 
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Documents 

You may run your documents through the Scout Analyzer which will evaluate documents to insure they 

will interact with our plan review program.  This is recommended.    

Document uploads required with each application as follows: 

• Shop drawings or a project scoping letter 
 
Scoping Letters vs. Shop Drawings 
 
A change to our historical process is the requirement for a scoping letter to help document smaller projects or minor 
remodels. The intent of the scoping letter is to better document these smaller projects without needing to produce full 
shop drawings. Additionally, it will help us understand what is and is not in the project scope for both review and inspection 
purposes. Scoping letters will still need to be accompanied by product/material cut-sheets as part of the application. Failure 
to provide this may result in a rejected application and resubmission depending on product scope.  
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The scoping letters will be reviewed as any other plan sets are. If during the review it is determined that project is of 
significant size or scope, then shop drawings maybe required. The applicant will be contact via email and further instruction 
will be provided.  
 
*Projects involving Mayo properties and associated work orders may submit a scoping letter with the project number 
detailed in the body of the letter for review.  
 
Scoping letter requirements 
 

• Drafted on company letterhead 
• Detailed description of work being performed to include location 
• Signed by company designer/project engineer 
• Copy of hydraulic/voltage drop calculations maybe required based on the scope of the project 
• Material product cut-sheets from manufacturer or vendor 

 
Shop Drawings 
 

• Floor plan indicating the use of all rooms 
• Location of devices/sprinkler layout 
• Candela ratings for alarm devices 
• Locations of fire alarm control unit, sprinkler risers, standpipes, control valves, NAC power supplies, annunciators 
• Battery calculations, voltage drop calculations, hydraulic calculations 
• Ceiling heights and construction type 
• Fire safety control function matrix (input/output matrix) 

 
The above lists are not considered all-inclusive but are designed to help ensure that projects can be reviewed in a timely 
fashion with only one submittal. 

  

Select  Add  
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Choose Add 

 

Continue to Add until you have uploaded all necessary documents  and Continue 

 

 

 

 

 

 

 

Add descriptions to documents   Choose Type as Submitted Drawings   Save  (you can also add additional 
documents here as well) 
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Attachment confirmation acknowledgement.   Additional documents can also be added on this screen via Add 

Continue Application 



11 | P a g e  
 

 

The next screen allows review of application prior to submittal.  You can make changes  using the appropriate 
Edit button.   When ready to submit, acknowledge certification and Continue Application   
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Next Step will provide the Permit/Record Number  and Acknowledgement of submission.   The applicant will also 
receive an email indicating next steps.  

 

 


